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17 January 1952

MEMDRAND(M FOR THE ASSISTAST DEPUTY DIRECTOR {ADMTHISTRATION)

SUBJECT: Fevision of the Table of Orgenization of the
0ffice of WNaticnel Estimates

1. Tn the light of the past year's experience, certaln re-
visions in the T/O of this Office appear to be desirable and
necessary for the efficient fulfillment of our nission.

2. It ip, therefors, requested that congideration be glven
to T/0 revisions as outlined below:

{a) The DCI has recenily approved the sppoiniment of
a Deputy Assistant Director (Administration) for O/8E, Tt
ig desired that the T/0 be sdjusted to include this posi-
tion in prade GS5-17, The AD has discussed the matter
of grade of this position with the Deputy Director (Admin-
1gtration) who agrees in principle with the GS-17 classifi-
cation and vho indice*ed that he would so inform the
Assistant Deputy Director (Administration). The AD/FE
will be available to confer further on this point if it
is desired.

Sppeurrently: the position of Bxscutive Secretary,

Poard of Mational Fstimates (GS-16, position #36)
ray be deleted.

(b} It is desired thmt position #48, GS-15, the ESC
Staf? Assistent, be transferred on the T/0 from the General

Group, Estimates Staf?, to the immediate office of the AD/RE.

(e) Tt is requested that the T/0 of the General Group,
Estimetes Staff, be revised %o include sixz neu positions
at G5-15, Intelligenca Officers. The term "General Group"
hag come to be a genaric term used to cover at least three
types of functions, These are all, in our view, comparable
to each cther and correspond roughly in importsnce to the
Division Chief term used in other Offices.

Each member of the General Group must be qualified
to serve snd does perve as Tack Team Chalrman of a Hatlenal

SEGREI

Approved For Release 2005/04/28 : CIA-RDP79R00971A000100040013-8

(+ 1}

(-1)

(+6)

25X1



Approved For Bglease : - 1.4000100040013-8 25X

Intelligence Estimate. If this were all that had to be done,
as wns gemerally asswsed when the existing authorizations

for G3-15 were gtod, no change would now be required,
However, we have found that considerable time must be spent

by these same Cenersl Group people in the performance of other
duties, Pour, for example, have mow been given specific su-
pervisory responsibilities over the work of reglonal speclaliste.
Our work with the IAC atch Commititee is more time consuming
4than had been anticipated. The preperation of speclel projecis
for the Director and the Deputy Directors is greater than was
anticipated.

To meet these needs adequately, we need o shift in
Staff persomnsl both up and doewn. While we are acking for
additiongl GS-15's, we zre also asking for some lower grades,
{ses below) but at the seme time are reducing our T/0 peosi-
tions at the G8-12, G8-13, and GS-1) level,

pnomrrentlys positions #,9 through 54, both inelu- {(-6)
ve, 0S-14, Intelligence Officers, may be deleted.

pe )

() & mwber of revisions are considered desirable in
the 1/0 of the Speclalists Group, The existing T/C of that
Group is obvlously defeetive in having no posltions allocated
for junler intelligence officers, covering grades GS5-9 and
68-11, During the part yeer we have realiged that there is
a continuing need for the employment of a few carefully selsctied
junior professionals to be trained under the guidsnce of our
senior reglonsl specislistes, Ye have encountered incressing
Aiffioulty in attempting to £111 this specific need within
the 1imits imposed by the existing T/0. It is also felt that
provision must be made to furnish a "ladder" by which premo-
tions may be achleved, In these circumstances, it is reguested
that a rewisionm be suthorized to include six mew positioms - 3 (46)
at 05-9 and 3 at GS-11 {Intelligence Officers).

nour-enily: this Office recomsends deletion of posi-
ons listed below:

Position #61, G5-15, Intelligence Officer ‘ (-1}
Positions #70,71,72, 6S-13, Intelligence Officers {«~3)
Pogitions #74,75,73, 65-12, Intelligence Officers {3}
Positions 799,107, G8-7, Int=lligence Officer-Research Asgistant (-2)
Poaition #108, 65-6, (lerk-Stenography (-1)

{8} It is requested that position #42, GS-6, Secretary
Btanography in the office of the Chief, Estimstes Staff, be
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reclassified to GS-7. It is deewed by this Office that the
duties involved in this pesltion are commensurate with those
of the 05-7 grede. The incumbent in this position lg required,
in gddition to normal secretarial dulles, to maintain a com-
pflete and up to date record of the status of each Hatlonal
Intellizence Estimate and fpecilsl Estimate. In the perforn-
ance of this funetion, the incumbent must maintain continuing
contact with the Task Team Chairmen who repori the progress
of each WIE., This record also reports the tergel dates
aseigped in each ingtonce, the status of agency coniributlons,
and the drafting stage of each estimate, It constitutes the
official record of the Chief, Estimetes Staffl, amd 15 the
basis for further allocations of responsibility and assipn-
ment of priorities within O/HE, The incumbent in this posi-
tion iz also charged with the dsily maintenance of the O/NE
eable book for the use of the AD/NE, the members of the

Board of Notlonal Fstimstes and of the Estimates Staff,

It is our recommendation that this position be
reclassified to GS-7,

{f) It is requested that position #95 (GS-4, Clerk)
in the Information Coatrol Pranch of the Support Staff be
recinssified to 08-5, This position was set up at the time
of the ingtitution of the O/NE Cemirsl Filles., The Cemtral
Piles oporation hag nmow been in effect since Lugmst, 1951,
and 1t is believed thot the duties and responsibilities in-
volved In thip position are cormensurate with o G3-5 clas-
siffcetion. The incummbent is required to be thoroughl
informed on the current work in progress throughout C/HE,
to have knowledpe of relative priorities and speeific in-
terests, to be familiar with many end diverse source materisls,
and to produce on short notlce such materials as required
by the Board spd Staff members. The imemsbent, with the
guidance of the professional persomnel, is also charged
with eliminating from the flles at intervals sll materials
no longer of value and of maintaining all essentlal documents.
In erder to provide this service efficlently, it is neeeasary
that 211l supporting materials, of CIA end other origin,
which have been determined essential for 0/NF's Centrsl
Piles, be carefully indexel and reedily awailoble. The
inepmbant, under the supervislon and guidance of her superior,
maintains continuing contget with all levels of professionsl
persomnel of O/HE in order to insure that their needs for
such materials sre fully met.

It i3 our recormendation that this position be
reclassified to GS-5,
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(g) %his Office recommends the reclsesifiecation of posi-
tion #2401, Clerk-Typing, G5-4, in the Poblicetions Eranch
of the Sugport Staff to that of 65-5, Our experience hes
shown that the Publlesilons Branch, while numericzily a amall
segeent of C/MY, 1s one of its most vital components. The
work~load of thie unit has comstantly incrassed snd has now
assumed svbstantial proporiions, Through this welt « consist-
ing of 5 persoms (when T™lly staffed) is eharmeled the emtire
out-put of O/NE, Ite vork 1n under comclant pressure, with
rigid - and often 24-hour — deadlines. Acovracy in its
Tt might be noted that In this umit

use of the bighest policy levels of the Dgwaam%, as wall
as the processing of nescrande for the DCI snd speeial projects
unfertaken ty this Cfifice at the DLI's imstruction,

The Chief of the dupport Staff, who iz responsible
for the operation of this unit, doss not feel that it is
necespary at this time to increase the sise of its T/0, but
oongiders 1t most demirntls %0 reclaesify at least ome of
existing Ofind positions to G3-5, as being & wore nearly
accurete refleetiom of the cuality of work whieh iz new
being performed,

We strongly recommend such o reeclassificeticn.
{h) ¥This Office also recommends the deletion of position

#92, G8-5, Property and Suprly Clerk in the imzediate office
of the AD/HE,

Bew Positions Pequestad 13
Deletions Recommonded ig
Intra-Gffice Transfer of Position Bequested 1
Reelusaifications Reguested 3

3. le s@wll be plesssd to fiscuss thege matters with any
sppropriate officlale whonever it is desired,

|
Deputy Aseistant E%tar (Administration)
1174, 10

0/NE:FD:le

Dietribution:

Original

Chief, Gen. Serviceag Forwarded via
Personnel ? Chief, Gen, Services
Comptroller

D/NE o
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